GEORGIA DEPARTMENTOF HUMAN RESOURCES
APPLICATION FOR RECORDSRETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
- 'RECORDS MANAGEMENT UNIT

For instructions ON compmmg this form contact DHR Records Managomem Unit, 47 Tﬂmty Avenue, Athnn, Georma
30334. Phone - (404) 6564976 GIST: 221-4983

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND HlSTORY

Apgiication Dete . . Division of Physical Health Appiication Number
August 11, 1980 Chronic Disease Unit = Room 102 80._ 31 2
Aopicetion Number 618 Ponce de Leon Avenue, NE ' Dete Flecaved oo mmetw
Atlanta, Georgia 30308 ' A
DHR 80-24 o o AUS 151880 1auB 2 5 1980
2. Person 1o Contact - Mrs. K7'31'[”)’ Bush c W&ki Title : ““’QW“‘ N"ﬁ“f
- - Office Supervisor
- Ok o Misa Rat COLIING e Fiscal Assistant 894-5122
3. Actior Requested o
o. (A Establish Retention Schedule; record will continue to accumulate,
b. [JDisposs of prasent accumulation; no further sccumulstion enticipated,
. OJAmend Application No. Chock One: [ Changs; O Supercede; O Void
4. Detes of Series 15. Records Series Title ffollowed by title ueed in office; i different)
Esrliest © Latest

hranic isease Admindstrative Files
n., 1970 jto presentl G Progiaim <l L :

6. Division snd Office Function " What is the function of the Division and the Office in which this racard serias it created?

The Division of Physical Health, through the leadership of the Director, is responsible for the administration, direction, and coordination of the
physical health programs throughout Georgia. This is accomplished by the establishment of health standards for business, housing, and field
operations; the improvement oOf the physical and dental health of adults and children; the diagnosis and control of diseases; the monitoring of
supplies of drinking water; and the daily State-wide program of the registzation, statistical coding, certification, and preservation of certificates
for births, marriages, divorces, annulments of marriage’, and deaths that occur each year in the State.

The Chronic Disease Unit has the responsibility to identify. refer, or bring to treatment, adults with major chronic diseases, such ast .cancer;
stroke and heart attack; kidney; rheumatic tever; high lood pressure: ~diabetes; speech vision, and hearing: and cystlc fibrosis: to
operate and administer programs for: cancer control; aging; rehabilitation services; and FOCUS (Focus on Coordination of Unified Services);
and contract with hospitals to provide treatment for persons with kidney discascs who ate unable to pay from their own or other resources.

1. Records Series Description This file contains the following documents finclude form numbers and titles, I any):  Attach samples of the file.
Documents relating to: maintaining the correspondence/— record™ : paper file for all Chronie Disease
Programs.
ncluded are:
correspondence containing information concerned with Chronic Disease Programs; quarterly,
annual and special reports of all Chronic Disease Programs; financial information; and

medical and technical papers authored by Unit staff.

The file is srranged : by program; thereunder, alphabetically by subject matter for each program,

8. Monthly Reterence Rats’ ' How often are records referred %0 which are: :
One 10 six months oldMONEHLY  _ ;  soven 1o twaive monthaoid _RORLRLY.  qign oo twenty-four months old 1 - 2 yearly
twerity-five months snd older _j.__:_Z__yearly :

S. ArmuuVRm of Accumulation o Roecords

Latter-size drawers i Uagaleizedrawers — _____ : Shelves ; Other Specity)

¥

L _rormeses (138

- {iOver)




YES | NO [10. Questicnnairs (Place an X" in the preper selumn)

. umlnthffwhlcowofdnmr
X - if not, whars is it? -

b. Does the series contain mﬁdonthl Informatien requiring security handling? if yes, if.ha lsw or reguistion.

X ¢. lo this a vital record?

X d. Does this series have historicsl or long term resssrch value?

X be schwduled separsialy?

mnmamdowmuhmﬂhmnmwub-p\bunﬂuﬁhfonmwnd oould Mdocumanu

X 1. is the information containad in this series ever published? lfvu,mdmopv

s 1s the Information contained in this ssries ever snalyzed snd/or recorded in 8 summerized report?

Attach copy or exoarpt of laws Or reguiations. Explain administrative need.
for reference purposes

x ¥ ves, sttach copy.
h. ls thers & duplicstion of this series In your office, o in mﬁmoﬂmamw?
X #yes,wra? reference copies held by some of the program staff
X | 1. lsthis series for @ major portion of it] reguiarly microfiimed? R
X j. _ Doas the record series result in 8 computer printout?
11. Retantion Reguiremcnts The following requires the series 10 be kept:

o Sute Law —— 7, ) . d. Audit period ——yearns.
b. Ststute of limitstion . Vests. - e. Administrative need D yeans,
¢ Fodenst low yeurs, . f.  Foderal retsntion instructions N, §

T2 Approved Disposition Instructions  This sgancy recommands that the file ssries be out off st the end of eech:
JChronic Disease Unit -  {Jcalendar Yeir; X3Fiscal Yesr; [JOther _ -

s thcp,

(record copy)~.
Hold in the current files srea
.3 Teansfer to locs! holding sres; hold
B Transfer to State Records Centsr; hold
Demtroy
O Transter 1o Stats Archives for permanent retentien.
0 Other (Soecity)

- menth(s) i yur(l);thoﬁ )
year(s); than :
yeorls); then

..eference copies

~~

Cut off file at end of each fiscal year;
hold 1 year; then destroy.

.

Thess instructions apply to ail prior and future accumulstiens of the series.

Agency Hesd/Designee (Signature) . R Date Records Mansgamant Officer [Signature)
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